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Hr. Robert L. sunzig
Administrator

seneral Services administration
Washingtoa, D. C. 20405

Dear Mr. Kunzig:

Thank you for your letter of April 28, 1970 to Mr. Helms
inviting him to nominat4 and me to reprasent the Agency
at the annual conference Ior agency records management officers
and their superiors.

1 regret I will be unable tc atteund the conference.

|howevar, are
LﬁIIﬁﬁIﬁﬁ‘fﬁ'fEﬁ?ﬁEeut the Agency during all three days of the

conference.

We appreciate the opportunity to take part in these con-
ferences each year, and I am sure our representatives will find the
agenda this year interesting and productive.

Sincerely,
2
R. L. Bannaraan

Deputy Director
for Support

DDS/SSS (8 May 1970)
Distrib CIUI.
Orig -~ Addressee

1 - Executive Comptroller (w/att)
1 - $85 Subject (w/att)
1 - SS8 Chrono (w/att)
™. - DDS Subject (w/att)
1 - UDS Chrono (w/att)
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WASHINGTON, D.C. 20405

_APR 281970

ﬁonorable Richard Helms ' ’
Director, Central Intelligence Agency
Washington, D. C. 20505

Dear Mr. Helms:

For three days, May 26 throush Mo 2Bl o the General Scrvices
Raministration will conduct a special confereace for agency records
management officers and their superiors. This conference is the
ndinth in a series of annual mectings which started im 1962. As in
past years, the conference will cover subjects of prime Importance
to curreat and future Government-wide records management efforts.

The enclosed agenda describes briefly the subject matter to be
covered, Ample opportunity will be provided during each session
for open discussion by participants. Officials attending are urged
to express theilr views and to present for group consideration any
specific paperwork problems they may have.

We fecl that the coverage and interest level of this year‘'s coanference
will equal or exceed those of prior years. The sessions have been
plamned for the puwpose of exploring the latest techuology for informa=-
tion handling and techniques for reducing the volume of rvecords. This
meating will provide au excellent opportuaicy for a critical examination
of our objectives and efforts Ia the paperwork management field.

We hope that the Central Inteliligence Apency will be represented at the STATINTL

conference. Becsuse of their respomsidilities for record nagement in
voup apency, we believe that lir, Robort L. B rman and

I A AHREN ;m I
ould be interested in attending. vou would prefer to send

mifrerent representatives, of course they will be welcome.

in Ocean City, Meoryland

mhe confercace site will be the 3ca Scape Mota .
T of

1 lax
The only cost to your Agency will be the travel and per diem expenscs
your vepresentatives. '

Sdaceraly,

,,f/'jc:f..\v s //
éfﬁﬁ4uw” < Nuwwrg
. nohe Bunaip )
Adviiuistratow
fuciosure

Neep Frecdom in Youwr Future With 1.8, Savinpgs Bonds
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 MAY 26,

Ocean City, Marylaad’
May 26-28, 1570

PROGRAM

MORNING

-

Selected Records Management'Programs'

Establishing Directives Systems

'-'MAylze;

IndexingvDirgctives

AFTERNOON

U.S. Courts Paperwork'

. Office Landscaping -

MAY 27,

MAY 27,

MAY 27,

MAY 28,

Effect of Computer Terminals on Records Progrags'

MORNING
Data Archivés

Establishing Control over Magnetic Tapes

AFTERNOCN
Promoting Fomwe Management
Shelf Filing vs. Mechanized Flling

A Vital Statiacics Film Systen

EVENING

Mail Management Studies and Results

MORNING
Use of Records Centers .
Paper Sizes

Records Managewent internal Evaiuations
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